Windows Navigation Thursday, January 03, 2008

Slide 1 - Welcome

Slide notes

Welcome to the lesson on Windows Navigation.
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Slide 2 - Navigation
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Slide notes

Here are the navigation instructions for these electronic learning modules.

Near the upper-left corner of each slide is the word MENU. If you roll your mouse pointer over that word, a lesson module menu will drop down. You may
click on the desired topic in the menu to jump to that slide in the lesson.

At the bottom of each slide is a Playback Control Bar. The buttons on this bar allow you to Rewind to the beginning slide, Play or Pause the lesson, Back
up to the previous slide, or go Forward to the next slide. The bar has a Progress Indicator in the middle. You may drag this progress indicator forward or
back with your mouse. Also included is a button to turn the Audio On or Off, and a button to turn the Closed Captioning On or Off.

Near the upper-right corner of each slide is a red letter i. If you roll your mouse pointer over the i, an information box will pop up with information about this
lesson. Also in the upper-right corner of each slide is the current slide number and the total number of slides in this lesson.
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Click the Continue button when you're ready.
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Slide 3 - Objectives

you will be able to:

Slide notes

Here are the objectives for this lesson. These are the things you will be able to do when you complete this lesson module.

Click the continue button when you're ready.
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Slide 4 - Slide 4
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Slide notes

Here's the situation. You have completed an Appearance of Counsel Form for one of your cases in the Court of Appeals for the Fourth Circuit. This form is
in Portable Document Format (PDF) and is located somewhere on your computer. Your objective is to submit the file to the court using the court's new
electronic filing system called CM/ECF. But in order to do that, you must be able to locate the file first.
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Slide 5 - Slide 5

CMI/ECF
Server

The
Internet

Slide notes

The file is somewhere on your PC. Once you locate the file, you can use the Internet to connect your computer to the court's CM/ECF server and submit
your appearance form.
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Slide 6 - Slide 6

CMIECF
Server

Internet

Slide notes

During the filing process, your cor.pdf file will be sent via the Internet to the court's server. But, you have to find the file first. You have to be able to
navigate your computer's files and folders to locate the form. Let's see how to do that.
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Slide 7 - Launch Windows Explorer
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Slide notes

This is a typical Windows desktop. By the way, the screens in this lesson are from Microsoft Windows XP Professional, but other versions of Windows work
in a similar way. We will use a tool called Windows Explorer to explore our computer and locate the file. Windows Explorer is built in to Windows, so you
don't need to buy any other software. Also, there are other ways to locate files on your computer, but this tool is one of the easier ways.

To begin Windows Explorer, the first step is to right-click on the Start button in order to get a pop-up menu. Watch your screen as | do that right-click for
you.
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Slide 8 - Slide 8
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Slide notes

(Note: This is a transition slide.)
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Slide 9 - Slide 9
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Slide notes

When you right-click the Start button, Windows pops up a menu. The second choice is Explore. Click that option.
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Slide 10 - Slide 10
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Slide notes

(Note: This is a transition slide.)
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Slide 11 - Explore Window
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Slide notes

Windows Explorer opens a new window. Let's look at some of the window features.

First, notice the window is divided into two panes. The left pane shows your computer's disk drives and folders. The right pane shows the contents of the
folder that is selected in the left pane. In this first screen, notice the Start Menu folder is highlighted, or selected, in the left pane; and the right pane shows
that folder's contents - another folder named Programs. We commonly refer to a folder within a folder as a sub-folder.

The folders pane on the left is sometimes referred to as the Tree view. Notice also that it has a vertical scroll bar, indicating there are more items (either
disk drives or folders) further down.
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Notice also near the top of the window is an Address field. This field shows what is called the path of the selected item below. Like a mailing address on a
letter, the path is the complete address of the file or folder that is selected - in this case, the Start Menu folder. The path shows that folder is on the C drive,
in a folder named Documents and Settings, in a sub-folder named cunninghamr, and is named Start Menu.

Before we look at how to navigate the folders in the left pane, let's explore some options for viewing the contents of the selected folder in the right pane.

Near the top of the window is a horizontal menu containing the options File, Edit, View, etc. To change the way the contents pane displays its contents,
click on View in the menu.

Page 13 of 50



Windows Navigation Thursday, January 03, 2008

Slide 12 - Changed to Detailed View
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Slide notes

(Note: This is a transition slide.)
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Slide 13 - Slide 13
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Slide notes

A menu drops down. Near the middle of the menu are five options for controlling how Explorer displays the contents in the right pane. The option with the
dot by it (in this case, Tiles) is currently selected. It's sometimes helpful to change the view to Details in order to find things more easily.

Click Details in the menu.
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Slide 14 - Slide 14
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Slide notes

(Note: This is a transition slide.)
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Slide 15 - Switch to Local Disk C
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Slide notes

Explorer now changes the right pane to the detailed view.

The detailed view shows some information that was not shown previously. There are now four columns shown. They are the Name, the Size, the Type,
and the Date Modified columns. The size column will contain information for files, not folders.

The date modified information may be useful if you're looking for a file or folder and you have a general idea of when it was created or last modified.

Now let's turn our attention back to the folders tree in the left pane. Notice the tree contains both computer disk names, such as Floppy (A:) and Local Disk
(C:), as well as folder names, such as Data or Favorites. Also notice that next to each of these disks and folders is a plus or a minus sign. These plus or
minus signs are to expand or collapse the view of that item. By clicking on a plus sign you expand that item. In other words, the tree would expand to show
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the contents of that item indented underneath it. By clicking on a minus sign you collapse that item. In other words, the contents displayed indented
underneath the item would then not display in the tree.

To see how that works, click on the minus sign next to Local Disk (C:).
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Slide 16 - Expand Local Disk C
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Slide notes

Local Disk (C:) is now collapsed. The items that were indented underneath it are no longer displayed in the tree. The minus sign has been changed to a
plus sign. If you clicked the plus sign next to Local Disk (C:), the list would be expanded again to display indented underneath Local Disk (C:).

Now we can see that there are other disk drives that my computer is connected to. These other drives may be built in to my computer, like DVD Drive D:

and CD-RW Dirive E:, or they may be disk drives on a network that | am connected to. In this screen example, Drives named Work (R:) and Software (S:)

are disk drives located on a network server.

Also notice that Local Disk (C:) is now highlighted, and the Address field now shows the address, or the path, of the selected item is C:\. And now the
contents pane on the right contains the contents of Local Disk (C:). We are still looking at the detailed view of the contents that we selected earlier.

To see how the plus signs work, click on the plus sign next to Local Disk (C:).
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Slide 17 - Open CMECF Folder
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Slide notes

And the contents of Local Disk (C:) are again expanded.

Remember, our goal is to locate the file named cor.pdf so that we will be able to file it with the court. This file is located somewhere on our computer in one
of these folders. It helps to have a general idea where the file may be, but if you have no clue, Windows Explorer does have a Search capability, and you
can have Windows search for the file for you. We won't use that capability in this lesson, but | recommend you explore the Windows help options for help
on Search.

We will assume you generally store all your CM/ECF related files in one particular place on your Local Disk (C:). If you look at the folders in the tree (and in
the contents) panes, you'll see a folder named CMECF. This is the folder | use to save these types of files. It's a good practice to establish a file plan in
your office to always save these kinds of files in a logical place so that you can easily find things later.
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Notice the CMECF folder has a plus sign next to it in the tree, meaning it contains sub-folders. Any folder that does not have a plus or minus sign next to it
may contain files, but it will not have sub-folders in it.

If you click a folder in the tree, Windows will do two things. First, it will select that folder and show you its contents in the right pane, and second, it will
expand the tree in the left pane if that folder has sub-folders. Click the CMECF folder to demonstrate.
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Slide 18 - Open 2007 Folder
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Slide notes

Now the CMECF folder is selected. The address field shows the path CA\CMECF. The folders pane shows five folders (also called sub-folders) indented
underneath the CMECF folder. And the contents pane shows those five sub-folders. Notice these folders have names that refer to case years. This
naming practice, or something similar, might also be a good idea for you to help keep your files organized.

The case in which you are filing an appearance is a 2007 case. In order to open the 2007 folder to see its contents, you could do one of two things. You
could either double-click the 2007 folder in the right pane, or you could click the 2007 folder once in the left pane. By the way, you can click on either the
folder icon or the name of the folder. Since a single-click is easier than a double-click, click the 2007 folder in the left pane.
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Slide 19 - Change View to Detailed
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Slide notes

The 2007 folder is selected, the path in the address field is now C:\CMECF\2007, and the contents of that folder are displayed in the right pane.

By the way, notice the 2007 folder does not have a plus or minus sign next to it. This means it does not contain any sub-folders.

The folder contains several files. If a folder contains numerous files, it still may take some time to look for a specific file. It helps if Explorer shows you the
detailed view. To change to the detailed view, click View in the menu.
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Slide 20 - Slide 20
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Slide notes

(Note: This is a transition slide.)
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Slide 21 - Slide 21
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Now select Details.
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Slide notes

Now the contents shows the file names, file sizes, file types, and date modified for each file.

It's possible to sort this list of files by clicking on the column heading that you want to sort by. For example, in order to display the list of files in
chronological order, click on the Date Modified column heading.
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(Note: This is a transition slide.)
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Slide notes

The files are now listed in chronological order with the oldest file listed first. To reverse the order, click the Date Modified column heading again.
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Slide notes

And now the newest file is at the top of the list.

Notice the newest file is named cor.pdf. This is the file we've been looking for. But just to make sure it's the correct file, it's a good practice to open the file

to look at its contents first.

In order to open the file to see its contents, you would right-click the file name, then from the pop-up menu select open with Adobe Acrobat. Watch the

screen as | do that for you.
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(Note: This is a transition slide.)

Page 31 of 50



Windows Navigation

Thursday, January 03, 2008

Slide 28 - Slide 28

Edit  View Favorites Tools

eBack - \_/l

Help

lﬁ /-.._\J Search ‘“__"' Folders

v

(=)

X
"*l

address | ) C\CMECF|2007

V|Gu:|

Nl Folders x

[= “e® Local Disk (C:) ~
) bentaa
ﬁ Binaties
= [ CMECF
£ 2004

[C=4 nne

Marne

%

':_t |, Combine in Adobe Acrobat. ..

s
=

Open with Acrobat 7.0

Print

Scan fFor Yiruses. .,

Select open with Acrobat.

) 2007
|5 Dldcases
I=5) cunninghamr profile
) Data
= [T Documents and Setkir—
[ Adrministrakar
I All Users
= [ cunninghammr
[ Cookies
[ Desktop
‘:f Favarites
[ My Document
=[5 Start Menu
Prograrns
[ UserData
[ owner
5 root

i

2 M A A A A R e A s R A M s

Send To

Zuk
Copy

Create Shorkcuk
Delete
Renarne

Prapetties

1Zia.pdf
MOTION, pdf
eceipk, pdf
020101, pdf
12ind.pdf
sponse. pdf

=
R
=
=
Re
Mo

ticeVolConvto? . pdf

Tvpe

Adobe Acrobat 7.0 ..,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0 ...
Adobe Acrobat 7.0,
Adobe Acrobat 7.0 ..,
Adobe Acrobat 7.0 ..,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0 ...
Adobe Acrobat 7.0,
Adobe Acrobat 7.0 ..,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0 ...
Adobe Acrobat 7.0 ...
Adobe Acrobat 7.0 ..,
Adobe Acrobat 7.0 ..,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0...
Adobe Acrobat 7.0,
Adobe Acrobat 7.0 ..,
Adobe Acrobat 7.0,

Date Modified e

4}23/2007 2:51 PM
11/12{2001 2:41 PM
11/5{2001 3:10 PM
11/2)2001 10:26 AM
11/2/2001 9:44 AM
614/2001 11:21 AM
614/2001 11:12 AM
6/14/2001 11:11 AM
6/14/2001 11:11 AM
&/14/2001 11:10 AM
&/14/2001 11:10 AM
6/14/2001 10:00 AM —
£/14/2001 9:57 AM
6/14/2001 9:52 AM
6/14j2001 9:51 AM
B/14/2001 9:45 AM
6/14/2001 9:03 AM
6/14/2001 9:00 AM
6/14/2001 555 AM
6{14/2001 5:57 AM
B/14/2001 5:13 AM
6/13/2001 4:04 PM
3{1zj2001 3:22 PM
1/19/2001 11:21 &M

Slide notes
Select Open with Acrobat.
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™I & 2007

1y &8 Adobe Acrobat Standard - [cor. pdf]

-,E File Edit ‘iew Document Comments| Tools

Advanced Window Help

AeEE SN

o
m
o
m
=)
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M
4

=l . Click here.
- & - k!

M=1E3)

)

o)

lick the X. E .

] Ir oot il - (] (L[] @ [ ] @ [i05-[f w1 i @t - [
F.0...  4/23/2007 2:51 PM
|| This document contains interactive form Figlds, [JHighlight Fields P00, 11j12/2001 2:41 PM
“licl P
255 w415 —W.0.. [11/5/2001 3:10 PM
o [0 {3:0; %200 PO 11/2(2001 10:26 AM
| o LY '
= UNITED STATES COURT OF APPEALS FOR THE FOURTH CIRCUIT | R 1/ZZ00 Bi5 AT
E PO, 6/14)2001 11:21 &M
E APPEARANCE OF COUNSEL FORM PO, 6/14/2001 11:12 AM
@ o, 07-1404 ~F0.. 6/14/2001 11:11 AM
KAt 0., 6/14/2001 11:11 &M
| i THE CLERKE WILL ENTEE MY [APPEARANCE AS COUNSEL ON BEHALF OF: 7 0 E\,I'14,I'2E||:|1 11:10 AM
= Caralyn Henderson as the PO, 6142001 11:10 AM
o= (pusrty oamc} P00, 6/14/2001 10:00 AM —
= |Z| appellani(s) Dn_:lpe]]ee(:} [:l :Je1:i1iune:r(:}Dm:pﬂnden(:}[l:u‘n.i-:u: curiae I:l:i:nt:rw:nur(:} F.0 ... E-,l'H,fZEIIZIl 9:57 AM
| PO, B/14/2001 9:52 AM
{signature) PO, 6/14/2001 9:51 &M
W0, 6/14/2001 9:45 AM
g & I4d 4 1af1 El 0 O | [l | PO, Bf14/2001 9:03 AM
o Favorites iy rar puny T AT AToOet .0 ... 6/14)2001 9:00 AM
SEE Sy 3 My Document T MOTION. pf 6KE Adobe Acrobat 7.0, 6/14/2001 &§:55 AM
= 5 Start Menu -,n_tReceipt.pdf 5KB Adobe Acrobat 7.0...  6f14j2001 8:57 AM
, ) Frograms 5020101 pof 7KE Adobe Acrobat 7.0...  6f14/2001 §:13 AM
= ) UserData T s1zind pf 6KE Adobe Acrohat 7.0...  6/13/2001 4:04 PM
- ) Owner -;_tRespcunse.de 3KB Adobe Acrobat 7.0...  3/12/2001 3:22 PM
e ) root o T NoticsvolConvto?. pf 7KE Adobe Acrobat 7.0...  1/19/2001 11:21 &M
< | |* £ | [*
iy Start @y 2007 E¥ adobe Acrobat Stand... "By 10:30 AM
Slide notes

Adobe Acrobat opens the file and displays its contents to you. You should verify that this is the file you intend to file with the court.

Close the Acrobat window by clicking its close button.
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Slide 31 - Close Explorer

Er[ % 2007

arnpL File  Edit \Wiew Faworikes Took  Help .
= — Click here.
e Back - \_/I lﬁ s Search ‘ “__i" Falders - )
G address |9 C\CMECF|2007 v| B s
Ed Folders X MName Size Tvpe Date Madified e
= “e# Local Disk (1) A FOKE Adobe Acrobat 7.0...  4/23/2007 2:51 PM
[ bentaa | T s0z01cmp. pdf 4KE Adobe Acrobat 7.0...  11/12/2001 2:41 PM
- (25 Binyaries ZRepnrt and Recommendation, ... 6KE  Adobe Acrobat 7.0, 11/5/2001 3:10 PM
0 BECE Zminutes.pdf S KB Adobe Acrobat 7.0... 11722001 10:26 AM
) 2004 T 50201 Deed, pdf EKE Adobe Acrobat 7.0...  11)2/2001 9:44 AM
IC3) 2005 L Proposed Order,pdf SkE Adobe Acrobat 7.0...  6/14)2001 11:21 AM
I 2008 = supplement. pdf SKE Adobe Acrobat 7.0...  6/14/2001 11:12 AM
) z007 = afidavit. pof SKE Adobe Acrobat7.0... 6{14/2001 11:11 AM
I OldCases T 512-2osuppress.pdf SKB Adobe Acrobat 7.0.., 6142001 11:11 AM
E3 cunninghamr profile T Exchibit pf SKE Adobe Acrobat 7.0... 6/14/2001 11:10 AM
() Data T ANSWER. pf SKE Adobe Acrobat7.0...  6/14/2001 11:10 AM
= [ Documents and Settir— ZNntice of Appearance. pdf GKB Adobe Acrobat 7.0...  6/14/2001 10:00 AM —
IC5) Administratar ZReaFFirmatiun.de 6 kB Adobe Acrobat 7.0, 6/14/2001 9:57 AM
I3 &l Users ZOrder - Denying. pdf 6KE Adobe Acrobat 7.0, 6/14/2001 ::52 AM
= ™) cunninghare ZOrder - Granting. pdf 6 KB Adobe Acrobat 7.0...  6/14)2001 9:51 AM
) Cookies Zobjectiun.pdf S kKB Adobe Acrobat 7.0...  6/14/2001 9:45 AM
31 Desktop ZMDtiDn fFor Compensation.pdf 7EE  Adobe Acrobat 7.0, 6/14/2001 3:03 AM
:':f Favarites ZSIEia.de 6kE Adobe Acrobat 7.0...  6/14/2001 3:00 AM
EESEIErDG! ) My Document oo MOTION. pof 6KE Adobe Acrobat 7.0 ... 6/14/2001 &:55 AM
= I53) Start Menu ZReceipt.pdf SKE Adobe Acrobat 7.0, B/14/2001 3:57 AM
Programs 205020101 pf 7KE Adobe Acrobat 7.0...  6f14/2001 §:13 AM
) £ UserData T s12ind. pdf 6KE Adobe Acrobat 7.0...  6/13/2001 4:04 PM
. " ) Owner ZRespDnse.de 3KB Adobe Acrobat 7.0...  3/12/2001 3:22 PM
Cmds LS ) root 3 ZNaticeHDICDnvtn?.de 7KE Adobe Acrobat 7.0, 1/19/2001 11:21 AM
4 | * 4 | »
gy ’ "
1y Start & 2007 4y 10:31 AM

Slide notes

We now know the address of the file we want is C\CMECF\2007. We can close our Windows Explorer window, log in to the court's CM/ECF application,

and file the appearance form.

Close the Explorer window by clicking its X.
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zomputer  ELMCemo.ppt
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fdobe
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hAPALEYFiler

_
F y

Microsoft =

Windows

Professional

Slide notes
And you're back to the desktop.

On the next screens you will see how to browse for and locate that file while logged in to CM/ECF. We will use screens from the Court of Appeals for the
Fourth Circuit as examples.
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Docketing Reports Utilities Logout Help

U.5. Court of Appeals CM/ECF
Official Attorney Electronic Document Filing System

This facility is for Official Cowrt Business onlp. Activity to awnd from this site is logged Docupent filings on this spstem arve subject to
Federal Rule of Appellate Procedure, Fule 25 Evidence of unouthorized or criming! activity will be forwarded to the appropricte law
enforcement officials under IEUSTIS2 amd 3571,

Welcome
Welcome to the U153, Court of Appeals Case WManagement/Flectronic Case Files System. Fleaze zelect an option from the menu.

Last login Maxr 16, 2007 10:43:06 AN EDT

w—— - = o R | =
+y Start | 3 hitps:/feck.cad.usco... g Startup Page ¥, 11:00 AM

Slide notes

We will assume you have logged in already to the Court of Appeals. It is not the intent of this lesson to show you how to docket an appearance form. We
will skip ahead in the docketing process to the screen where you have to browse for your cor.pdf file.
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g Docketing Appearance of counsel filed (Local Rule 46(c))

Docketing Reports LUWtilities Logout Help

D Case 07-1404 Palace of Pizza, Incorporated v. Carolyn Henderson
-

(=1 Party Filer
._1 Pleaze select the liler(s] below.

a) Filer Type Case Mumhen Short Title

Click B lv| Henderson, Caralyn AppellantDefendant  |07-1404 Palace of Pizza, Inc... ||~
; 2 i (255 x 418) [I|Palace of Pizza, Incorparated|Appellee-Plaintift 07-1404 Palace of Pizza, Inc...
: (0 400

~ | |Displayanparties | nicococ | selectan || clearan |
h{ Additional Information
i ' Mame of Attorney:
.&J PDF Document [
— @ck Browke.
o
( } Document: ||  Broveec.

Add Anothe '
Click here.
| Continue | | Back | | Cancel |

; .,
ry Start £ 3 Internet Explorer - ¥y % 11:03 AM

Slide notes

In the middle of this screen is the segment where you must browse for and select the PDF document you wish to file with this docket entry. To do so, click
the Browse... button.
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e 35

> Docketing Appearance of counsel filed (Local Rule 46(c))

Select PDF document

Laok in: | [5) INCOMING

..-- .
My Dact Click My Cumputer.]

oV

I:_; 9
i )
Wﬂﬂﬂjﬁﬂb

(:Dcnck here. |

My Recent
Documents Short Title
'l-_'-' Click Bo Palace of Pizza, Inc... ||«
- (E55 x 418) Palace of Pizza, Inc...
Desktop BTy

Clear All

tprEtw T Fils name: i “pf "I Open I
Places |
Files of bype: Al Files [*.7) vl Cancel |
4 Browse...

Add Another

| Continue || Back || Cancel

= 3 Internet Explorer

4,0 11303 AM

Slide notes

Internet Explorer pops up a dialog box for you to select the PDF document you want to file. This process will be similar to the Windows Explorer techniques
we learned earlier in this lesson.

To begin, click My Computer.
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Docketing Appearance of counsel filed (Local Rule 46(c))

Select PDF document

Look in: | 1§ My Ca Double-Click Local Disk (C:). F'
L;é il Flupp',],(ﬂ:]l
-a-qu@kIE::gk{C:}

MyRecent [TV SGrive (D

Documents 4 - :
_ = Double-Click here. Palacfg?g;‘;‘amc o
L' (258 prvthithiy Drive (51 Falace of Pizza, Inc...
Desktop E'r?g(R:)
_ ESDFtware (5 Ll

My Documents Clear all

My Computer

-

tprEtw T Fils name: i “pf ;I Open I
Files of tupe: | &1 Files %) | Caricel |
4 Browse...

Add Another

Places
L~

| Continue || Back || Cancel

™ 3 Internet Explarer " % 11:03 AM

Slide notes

The Look in: field is similar to the Address field we saw in the Windows Explorer earlier. The dialog box is showing you all the disk drives you have access
to on your computer.

To select Local Disk (C:), double-click it.

Page 40 of 50



Windows Navigation Thursday, January 03, 2008

Slide 37 - Slide 37

Docketing Appearance of counsel filed (Local Rule 46(c))

Select PDF document

Laok in: | < Local Disk [C:]
I

Double-Click CMECF. |

6._,.

[ schedule
by Recent |15 SeriptLogic
Dacuments i qghamr profile [y5T300 Short Title
— ChiE i Falace of Pizza, Inc... ||~
@ (E55 p Double C“CL{ h?_r_e' laData Palace of Pizza, Inc...
Diesktop %’Dr\ﬁp&s (5 Unkitled
S Driversapps [ WINDOWS UL

‘-j ) Indexes e
i D : [ Inkerwise Clear All
oCuments
s IClicense

= ICilotus I
Q’ IClotused
My Computer IMGAFOLD
[CSiProgram Files

-

tprEtw T Fils name: i “pf ;I Open I
Files of tupe: | &1 Files %) | Caricel |
4 Browse...

Add Another

Places
L~

| Continue || Back || Cancel

™ 3 Internet Explarer " % 11:03 AM

Slide notes

The Look in: field now shows that we are looking at the contents of Local Disk (C:). One of the folders in the contents is CMECF. Double-click that folder to
open it.
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> Docketing Appearance of counsel filed (Local Rule 46(c))

Select PDF document

Laok in: | () CMECF

My Recent
Documents [

Desktop i

—
Tsr
on
on

by Dacuments

8

Double-Click 2007. |

ERH:

1]

SE5

Double-Click here. ]

Short Title

Falace of Pizza, Inc...

Palace of Pizza, Inc...

ol

Clear All

Cancel |
4 Browse...

My Computer
-
iy Etwonk File mame:; i -pdr ;| |__JElpen
Places
Filez of ype: |.-’-'-.II Files [*.7] _I_J

Add Another

| Continue || Back || Cancel

= 3 Internet Explorer

Fa

11:03 &AM

Slide notes

The Look in: field shows we are now looking in the CMECF folder. Notice that it does not show the complete path like Windows Explorer did. Internet

Explorer shows only the

current folder.

Ouir file was in the 2007 folder. Double-click it to open it.
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Select PDF document

My Recent
Documents

3

Dezkiop

| Rule 46(c))

Laok in: | (9 2007

~| & ®cFE-

Z. 44-Response. pdf

-E S12-Zmsuppress,pdf
7’_—-,512-205uppress.pdf
f_—--SlZ-Zrespsupress.de
=t s1zia.pdf

=t s1zind.pdf

-,.f'_- 4055ans. pdf

Z.SEIZDlperul .pdf
= s0z01sum1,pdf
E.SEIZDlsumex.de
= Affidavit,pdf
= ANSWER.pdf

' romnlaint odf

-f_-:cu:ur .pdf

T MoticetalCo
= NTCAEN.PL
7_‘-'- Chjection.p
E Crder - Der
If"’_—--tiiru:ler - Filir
-/_t Crder - Gra
7'_- Order . pdf

= Z 4055-cmp. pdf =|Desmond, pdf /-t_ Propaosed
__',j = 50201 cmp.pdf =% Exchibit pdf = Reaffirmati
s ; = s0z010eed.pdf % jaintmation. POF % Receipt.pdf
dat it -;'L_- s0z201rmcompel, pdf -,'__-:minutes.pdf -,_t Report and
=% soz01rmrelisfstay. pdf gy i = \EM.PL
g! = 5020101 pf Right-click the file name. [~
R e e = 020102, pdf = MOTION. pdf E SCHEDD. e
-f'_- S02010bjl . pdf -f'_- Motice of Appearance.pdf 2= 3cheduls F,
@ ' :
My Metwork  Fils name: ]".pdf L! Open
Flaces
Files of tupe: | &1 Files %) | Caricel
L
—

Shott Title

Falace of Pizza, Inc... ||~

Palace of Pizza, Inc...

ol

Clear All

|

Browse...

Add Another |

| Continue || Back || Cancel

= 3 Internet Explorer

Slide notes

We are now looking in the 2007 folder. And you can see the file named cor.pdf in the list.

It's still a good practice to take one last look at the file to make sure it's what you want to send to the court. The process is the same as it was in Windows

Explorer. You would right-click the file name, then select Open with Acrobat. Watch the screen and I'll do that for you again.
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eting Appearance of counsel filed (Loc

.
Select PDF document
Lock in: |19 2007 - & @® kB
3 7'44 -Response. pdf -,-_t.SEIZDlperul.de ENDHEE'I.I'D[E
L&b = 512-2msuppress.pdf = s0z01sum1,pdf = NTCAEN.PL
My Recent -"512 -Zosuppress, pdf -}LSEIZIZIlsumex pdf I7_‘-'-_C)I:ujeu:lziu:un.|:
Documents t S1z-2respsupress, pdf 7' &ffidait, pdf -,n_t Order - Der Short Title
@ =t s1zia.pdf = ANSWER. pdf  order - Filr| | Palace of Pizza, Inc... ||«
7_512II'|E| pdf -_;_tcumplalnt.pdf -/_tOrder-Gra Palace of Pizza, Inc...
Diesktop = 4055ans. pdf ; \ -t_ Crder. pdf
= E‘}DSS cmp. pdf E AFAGEE - Proposed C Ll
j 7'_—- S0201cmp.pdf -,n_tq' Open with Acrobat 7.0 - Rezaffirmatii =
My D ?—TSDZDIDeed pdf Z Prink - Receipt, pdf Clear All
.|Report and| §°
Select Open with A'Crﬂ'bat & Combing in Adobe Acrobat, . :RE L
! - RECWAEN.PL
\%;' 7_ 5020101, pdf <2 5can for Viruses. ., | Response. |
R e e = s020102.pof 3 Open With b PSCHEDO.pd
= 50201 0bj1  pdf ™ @winzip v £Scheduls F,
g 4 I Send To » £
by Metwork File name: |cnr.|:n:|f Cut Open I
Flaces Copy |
Riesolbne |l Files (-] .ﬂlf BrOWSE...
Create Shorkcuk
-y Delete
Renarne
Properties
Continue | | Back | | Cancel
‘4 Start = 3 Internet Explorer T+ 11:03 AM

Slide notes
Select Open with Ac

robat.
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eting Appearance of counsel filed (Loc

r

Select PDF document

Look in: | (5 2007 =~ & EB e E-

3 7'_- 44-Response. pdf -,-_t.SEIZDlperul .pdf ENDHEE'I.I'D[E
=¥ S1z-Zmsuppress.pdf = s0z01sum1,pdf = NTCAEN.PL
My Recent E,SlZ-Zu:usuppress.de E.SEIZDlsumex.de I7_‘-'-_C)I:ujeu:lziu:un.|:
Documents = 1 2-Zrespsupress.pdf E-P.Fﬁdavit.pdf =% Order - Der Shott Title
@ E‘ElZia-Ddf EP.NSWER.de 1"_,,0r.;|er -Fiir | Palace an'!:za, Inc... ||=
ESIZind.de -_;_tcumplaint.pdf -/_tOrder-Gra Palace af Pizza, Inc...
Desktop 7-; 4055ans. pdf - ; —-t_ Order.pdf
= E 4055-cmp. pdf E agioet - Proposed C L]
‘_'j E S0z01cmp. pdf ? Open with Acrobat 7.0 - Reaffirmat =
= 502010eed. pdf T erint - Receipt.pdl | Clear A
My Documents |- = 3
2= 5020 mcompel. paf T - Report and| §-
: = soz01mreliefstay. pof ACombine inAdobe:Acrobat i Becaannptil-
%’ T 5020101, pdf 24 Scan for Yiruses, ., - Response.f
by Computer EEDZDIOZ'de % Open it 4 ESCHEDO.pc
= 50201 0bj1  pdf ™ B winzip v £Scheduls F,
g 4 I Send To » £
by Metwork File name: |cnr.|:n:|f Cut Open I
Places
; - Copy ————————
. i B I I
Files of type: |.-’-'-.II Files [*.7] s y Browse...
Create Shorkcuk
-y Delete
Renarne
Properties
Continue | | Back | | Cancel

= 3 Internet Explorer

e 11503 AM

Slide notes

(Note: This is a transition slide.)
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7% Docketing Appearance of counsel file (Local Rule 46(c))

Select PDF document

Look in: |1 2007 | « & et B 1

| :-_2 -;-Er'-h:ulzice'L

My Recent
Documents

E44-Response.pdf ESDZDlperul pdf

&8 Adobe Acrobat Standard - [cor. pdf]

EFiIe Edit Wiew Document Comments Tools

Advanced  Mindow  Help it
- Cligk B i :

DL;{ :5{;@40%53 H = & é?'@a B |2 T cresterrr - - - (- -
eskiop B =

n15||ILSelect E -@1 ||_1]|BE @-| D I -7 E@Hemv

__J | | This document contains intenactive Form Figlds, [ Highlight fields
My Documentg——

g8

My Computer

UNITED STATES COURT OF APPEALS FOR THE FOURTH CIRCUIT

APPEARANCE OF COUNSEL FORM

: Bookmarks

- Mo __U'."—HfH
!i g THE CLERK WILL ENTER MY APPEARANCE AS COUNSEL ON BEHALF OF:
tAT et C
arolyn Hendsrson
Places Rk o o0 a1 the

(party name)

Iz‘ appellani(s) I:Ilppe]hil} I:I ;eﬁima(l}[lmlpundm{l} I:Il.m:ins curiae Dintrmur{l]

(signature)

o & 4 4+ b i@ O] ([E]H

| Continue || Back || Cancel |

1 s Start . 3 Inkernet Explorer * ¥ Adobe Acrobat Stand...

Slide notes

And Adobe Acrobat shows you the file's contents. When you've verified it's the right file, close the Acrobat window by clicking its X.
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Select PDF document

Look in: | (5 2007 =~ & EB e E-

. 7'_- 44-Response. pdf Z.SEIZDlperul .pdf ZNu:utice'-.-'cuICc
L?\b =¥ S1z-Zmsuppress.pdf = s0z01sum1,pdf = NTCAEN.PL
My Recent 7’_—-,512-205uppress.pdf E.SEIZDlsumex.de 7_‘-'- Chjection.p
Documents f_—--SlZ-Zrespsupress.de iﬂffidavit.pdf -,n_t Order - Der Short Title
@ Fhek zin. pof = ANSWER. pdf = order - Fiir| | Palace of Pizza, Inc... |«
;ﬁﬁl‘hﬁi.pdf -_;_tcumplaint.pdf -/_tOrder-Gra Palace of Pizza, Inc...
Diesktop q_ﬂit\ﬁggns.pdf g cot. pdf 7'_- Crder. pdf
. E 4055-cmp. pdf z Desmond. pdf -.»_t Propaosed Ll
‘j E 50201 cmp.pdf %.Exhihit.pdf %Reaﬂ:irmatiu =
2= 502010eed. pdf =l joinkmation, POF = Receipt, pdf
b Becuments -;'L_- s0z201rmcompel, pdf E:minutes.pdf -,_t Report and| §° S
: = Snz0imreliefstay.pdf =% Mation - Filing Fees.pdf = REGABN.PL
%’ 7'_—- 5020101 . pdf E-Mu:utiu:un for Compensation. pdf -,-";:Respunse.p
R e e = 020102, pdf = MOTION. pdf = SCHEDO e
-‘,"_-. S02010bjl . pdf 7'_—-Nl:|tice of Appearance.pdf I7'__--SL' S
~ < | Click Open.
- — 2
fe Tt File iame: icnr.pdr ;! | Clidpes: l
Places
Files of type: ].-’-'-.II File= [*.7] _f_! I
~— L Click here. H

Add Another

| Continue || Back || Cancel

= 3 Internet Explorer

Slide notes

Now that you've verified that cor.pdf is the correct file, click the Open button.
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g Docketing Appearance of counsel filed (Local Rule 46(c))
Docketing Reports LUtilities Logout Help

B Case 07-1404 Palace of Pizza, Incorporated v. Carolyn Henderson

Party Filer
Pleazse select the filer[s] below.
Filer Type Case Mumhen Short Title
[v]{Hendersan, Caralyn Appellant-Defendant  |07-1404 Palace of Pizza, Inc... ||~
[]|Palace of Pizza, Incorparated| Appellee-Plaintift 07-1404 FPalace of Pizza, Inc...
| DisplayAliParties | icococ | Selectan || Clearan |

-Additienal Information
Mame of Attorney:

PDF Document

Document: [CACMECF2007\car pof || Browse..
| Add Another

CM/ECF Appellat

| Continue || Back || Cancel

~ iy
s Start = 3 Intermet Explorer

Slide notes
Notice that CM/ECF has filled in the complete path to your file in the Document field.

At this point you would continue filing your appearance form.

You will use this same technique of browsing through the disk drives and folders on your computer to locate any PDF document you wish to file with the
CM/ECF application.

Page 48 of 50



Windows Navigation Thursday, January 03, 2008

Slide 45 - Summary

Slide notes

This concludes this lesson module on Windows Navigation. You now know how to do the items listed on this screen.

You may exit this lesson by selecting Exit the Lesson from the Menu, or you may close this lesson's window by clicking its X. Or you may use the
navigation features of this lesson module to return to any desired section of the lesson.
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Goodbye

Slide notes
Goodbye.
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